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SECTION 1 - CONTACT DETAILS 
1.1 School information 

 
 

School details 

Name of school Grimsargh St Michael’s CE Primary School 

Type of school Primary Voluntary Aided 

School operating hours 
(including extended services) 

7.30am – 6.00pm 

Approximate number of staff 24 

Approximate number of pupils 206 

Age range of pupils 3-11 

 

Office contact details 

Office telephone number 01772653600 

Office fax number 01772 798261 

Office email address office@grimsargh-st-michaels@lancs.sch.uk 

 

Useful websites 

School website / extranet https://www.grimsargh-st-michaels.lancs.sch.uk/ 

Local authority www.lancashire.gov.uk  

Department for Education www.education.gov.uk 

Foreign & Commonwealth Office www.fco.gov.uk 

Environment Agency www.environment-agency.gov.uk 

Met Office www.metoffice.gov.uk 

Health and Safety Executive www.hse.gov.uk 

Teacher Support Network www.teachersupport.info 

 
 

http://www.lancashire.gov.uk/
http://www.education.gov.uk/
http://www.fco.gov.uk/
http://www.environment-agency.gov.uk/
http://www.metoffice.gov.uk/
http://www.hse.gov.uk/
http://www.teachersupport.info/
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1.2 Contact details - school staff 
 

 
* Leave this field blank for use during an emergency; you may need to record alternative contact details. 
 

Name Job title 

School Emergency 
Management Team 
role(s) 
(if applicable) 

Contact details 
Alternative  
contact details * 

Notes 
(e.g. first aid trained) 

Stuart Booth Headteacher  01772 653600 
07725337006 

  

Helen Smith Deputy Headteacher  01772 653600 
07765651200 

 Paediatric first aid 
trained 

Lindsay Garner School Business 
Manager 

Parent/carer Liaison 
Officer 

01772 653600 
07725171684 

  

Emma Dewhurst School Business 
Manager 

 01772 653600 
07885622520 

  

Elspeth Towers  Office Support Team administrator 01772 653600 
07952596743 

 First aid trained 

Terry Brooks Class teacher  01772 653600 
07913613033 

  

Lucy Cross KS2 Leader  01772 653600 
07921137229 

 First aid trained 

Rebecca Slattery Class teacher  01772653600 
07759397551 

  

Hannah Coupe KS1 Leader  01772653600 
07528844578 
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Name Job title 

School Emergency 
Management Team 
role(s) 
(if applicable) 

Contact details 
Alternative  
contact details * 

Notes 
(e.g. first aid trained) 

Penny Todd Class teacher  01772653600 
07841106298 

  

Emma Threlfall Class teacher  01772653600 
07912213397 

 Paediatric first aid 
trained 

Hannah Lemmings Class teacher  01772653600 
07595568953 

 Paediatric first aid 
trained 

Erin Reeve Class teacher  01772653600 
077877410203 

  

Morgan Walwin-Holm Learning Mentor/ HLTA  07799451663  First aid trained  

Jacky Costas-Walker TA  01772 468454 
07873 210038 

   

Sharon Wane TA/ Site Supervisor  01772 930632 
07737 109710 

 First aid trained 

Kerry Giddins TA  07812800108  First aid trained  

Melissa Begbie TA  01772 655103 
07947 189094 

 Paediatric first aid 
trained 

Helen Hemmings TA  01772 930208 
07917 384722 

 First aid trained  

Jennie Lock TA  07816755074  Paediatric first aid 
trained 

Joanne Rutherford TA  07999340435  First aid trained  
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1.3 Contact details - school governors 

 
 
 
 
* Leave this field blank for use during an emergency; you may need to record alternative contact details. 
 

Name Type of Governor 
Responsibilities 
(e.g. committee 
chair) 

Contact details 
Alternative  
contact details * 

Notes 
(e.g. key holder) 

Wayne Bretherton Parent Chair of Governors 07809872166 
wbretherton1@gmail.com 
 

  

Greg Lindley Local Authority  07872559664 
g.lindley@holycross.lancs.sch.uk 
 

  

Neil Maudsley Foundation  07870581283 
Neil.modz@talk21.com 
 

  

Will Clarke Parent  07816492744 
wclarke@ashtoncsc.com 
 

  

Jonny Galbraith Foundation  07785956102 
j.galbraith.05@cantabgold.net 
 

  

Sarah Locker Foundation  07974423703 
sjatkinson2002@yahoo.com 
 

  

mailto:claire@theduncans.eu
mailto:g.lindley@holycross.lancs.sch.uk
mailto:Neil.modz@talk21.com
mailto:wclarke@ashtoncsc.com
mailto:j.galbraith.05@cantabgold.net
mailto:sjatkinson2002@yahoo.com
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Name Type of Governor 
Responsibilities 
(e.g. committee 
chair) 

Contact details 
Alternative  
contact details * 

Notes 
(e.g. key holder) 

Martin Garry Foundation  07985291030 
martingarry@mcdaderoberts.com 
 

  

Liz Wallace Foundation  07713733938 
Lizbet9@hotmail.com 
 

  

Rev. Andy  Ex Officio  revandy.gsm@gmail.com   

mailto:martingarry@mcdaderoberts.com
mailto:Lizbet9@hotmail.com
mailto:revandy.gsm@gmail.com
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1.4 Contact details - extended services 
 

 
* Leave this field blank for use during an emergency; you may need to record alternative contact details. 
 

Name 
Type / description  
of extended service 

Operating hours Contact details 
Alternative 
contact details * 

Notes 

Jane Shepherd Discovery Vine 
Owner 

Off site 01772 731808 
jane@discoveryvine.co.uk 

  

Alison Taylor Nursery 
Discovery Vine – 
breakfast club 
After school club 

7.15am – 6pm 
weekdays 
 

07587189858 
Calcon42@googlemail.com 
st.michaels@discoveryvine.co.uk 

 Term time only 
Paediatric first aid 

Janet Buck Nursery 
Discovery Vine – 
breakfast club 

7.30am – 3.30pm 
Mon - Fri 

07535973725 
blondybuck@hotmail.co.uk 
st.michaels@discoveryvine.co.uk 

 Term time only 
Paediatric first aid 

Melissa Begbie Discovery Vine – 
breakfast club 
After school club 

7.15am – 9am   
Mon – Fri  &      
3.30pm – 6pm       
Mon - Wed 

07947189094 
Begbie90@hotmail.com 
m.begbie@grimsargh-st-
michaels.lancs.sch.uk 
 

 Term time only 
Paediatric first aid 

Angela McCallion Discovery Vine –  
After school club 

3.30pm – 6.00pm 
Mon, Wed, Thu, Fri 

07342980208 
 

 Term time only 
Paediatric first aid 

Abbigail Desoer Nursery 
Discovery Vine – 
breakfast club 
After school club 

8am – 6pm 
Mon – Fri 

07753658656  Term time only 
Paediatric first aid 

Sam Reeve Nursery 
Discovery Vine – 
breakfast club 
After school club 

7.30am – 6pm 
Mon, Tues, Thurs 

07834977234  Term time only 
Paediatric first aid 

mailto:jane@discoveryvine.co.uk
mailto:Calcon42@googlemail.com
mailto:blondybuck@hotmail.co.uk
mailto:Begbie90@hotmail.com
mailto:m.begbie@grimsargh-st-michaels.lancs.sch.uk
mailto:m.begbie@grimsargh-st-michaels.lancs.sch.uk
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Name 
Type / description  
of extended service 

Operating hours Contact details 
Alternative 
contact details * 

Notes 

Marc Brine  Nursery 
Discovery Vine – 
breakfast club 
After school club 

Mon 8am – 3.30pm  
Tue 8.30am – 5pm  
Wed 8.15am – 5pm 
Thu 9.00am –3.30pm  
Fri 8.15am – 5pm 

07990013713 
marcjbrine@hotmail.com 
st.michaels@discovery 
vine.co.uk  

 Term time only 
Paediatric first aid 

Jane Dryland  Discoveryvine 
Breakfast and 
afterschool club  

Mon – Friday 7.30am 
-9am , 3pm – 6pm 

07740325221 
st.michaels@discovery 

 Term time only 
Paediatric first aid 

Sarah Hall School kitchen 8.30am – 2pm 
weekdays 

07800680263 – work 
07975217343 - mobile 
Sarahanne.hall65@gmail.com 
 

 Term time only 

Mel Edwards School kitchen 9.30am – 1.30pm 
weekdays 

07496360448 
 

 Term time only 

Diane Singleton School kitchen 11.30am – 1.30pm 
Weekdays 

07895797494 
 

 Term time only 

      

 
 

mailto:marcjbrine@hotmail.com
mailto:Sarahanne.hall65@gmail.com
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1.5 Contact details - local authority 

 

Customer Access Service (Office Hours) 

Tel: 0300 1236720 Hours Monday to Friday 8am to 8pm 
Saturday to Sunday 8am to 7pm 

Emergency Duty Team (Out-of-Office Hours) 

Tel: 0300 1236722 Hours Monday to Friday 8pm to 8am 
Saturday to Sunday 7pm to 8am 

Critical Incident Psychological First Aid (CIPFA) 
Please note: in the first instance schools should always contact their area SEND office.  They will be asked to provide brief details and a member 
of the Educational Psychology Team will be in touch promptly. 

 

North Area SEND Office Contact: 01524 581200 Louise Blacklidge 

 Landline: 01282 470119 

 Mobile: 07554 438110 

South Area SEND Office Contact: 01772 531597 Sarah Purcell 

 Landline: 01772 536578 

 Mobile: 07824 434280 

East Area SEND Office Contact: 01524 220553 Jawad Shah 

 Landline: 01254 220553 

 Mobile: 07770 644774 

If it is not possible to contact a CIPFA contact from the area team or another area, the area SEND office will contact: 
 
Frances Parker 

 Landline: 01772 530676 
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BECON Service (24 hours) 

Tel: 0300 123 6783 Hours 24hrs 

Home to School Transport 

 

Faye Scholes Faye.scholes@lancashire.gov.uk 01772 534565 

Andrew Glover Andrew.glover@lancashire.gov.uk 01772 533527 

 

SEN/Social Care Transport 

Lancaster/Morecambe itslancastermorecambe@lancashire.gov.uk 01524 425902 

Fylde/Wyre itsfyldewyre@lancashire.gov.uk 01772 537290 

Preston/South Ribble itsprestonsouthribble@lancashire.gov.uk 01772 705055 

West Lancashire/Chorley itschorleywestlancs@lancashire.gov.uk 01695 587420 

East Area itseast@lancashire.gov.uk 01282 831858 

Winter Weather 

 

Equipment/Manpower 
 

Countywide 
Ridwan Musa Ridwan.musa@lancashire.gov.uk 01772 538500 

Kirstie Williams Kirstie.williams@lancashire.gov.uk 01254 538500 

Grit Supplies Angela Taylor Angela.taylor3@lancashire.gov.uk 01772 530858 

Darren Wilson Darren.wilson@lancashire.gov.uk 01772 531825 

Others 

mailto:Faye.scholes@lancashire.gov.uk
mailto:Andrew.glover@lancashire.gov.uk
mailto:Angela.taylor3@lancashire.gov.uk
mailto:Darren.wilson@lancashire.gov.uk
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Legal and Democratic Services Legal Education Advice Line 01772 530849 

Communications/Media Support 
Fran Winrow 

francesca.winrow@lancashire.gov.uk 
media@lancashire.gov.uk 

01772 535933 
 

Insurance 

Neil Mountford neil.mountford@lancashire.gov.uk 01772 534801 

Maureen Taylor 
Deborah Power 

maureen.taylor@lancashire.gov.uk 
deborah.power@lancashire.gov.uk 

01772 530104 
01772 532384 

mailto:francesca.winrow@lancashire.gov.uk
mailto:maureen.taylor@lancashire.gov.uk
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1.6 Contact details - local radio stations 
 

 
* Delete/add/amend details as appropriate to the school and the stations that cover the required area(s). 
 

Radio station Frequency Areas Covered 
Name / role of contact 

(if applicable) 
Contact details 

BBC Radio Lancashire FM95.5 
FM103.9 
FM104.5 

East Lancashire 
Central Lancashire 
North Lancashire 

  

Rock FM & Magic 999 FM97.4 Preston & Blackpool   

Heart Radio FM105.4 North West England   

2BR FM99.8 Burnley, Hyndburn & Pendle   

Rossendale Radio FM104.7 Rossendale   
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1.7 Contact details - other organisations 
 

 
* Leave this field blank for use during an emergency; you may need to record alternative contact details. 
 

Organisation 
Name / role of contact 
(if applicable) 

Contact details 
Alternative  
contact details * 

Notes 

Police 

999 (emergency) 
101 (non-emergency) 

  

Fire & Rescue Service   

Ambulance Service   

Department for Education  Enquiry line: 
0370 000 2288 

  

Foreign, Commonwealth & 
Development Office 

 Consular assistance: 
020 7008 5000 (24 hour) 

 If abroad, please ring: 
+44 20 7008 5000 

Environment Agency  Floodline:  
0345 988 1188 (24 hour) 

  

Met Office  Customer centre: 
0370 900 0100 (24 hour) 

  

Health and Safety 
Executive 

 Incident contact centre:  
0345 300 9923 
 
Duty officer: 
0151 922 9235 (24 hour) 

  

Insurance company Ecclesial Insurance Liam Holden - Blackburn Diocese 
01254 503411 
Liam.holden@blackburn.anglican.org 

  

Trade union     
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Organisation 
Name / role of contact 
(if applicable) 

Contact details 
Alternative  
contact details * 

Notes 

Transport Supplier NA Redline coaches (swimming) 
01772 747877 

  

Catering Supplier LCCG Sam McCrea 07816545769 
Debbie Ingham 01772 646854 

  

Cleaning Supplier Minster Debbie Dixon 01254 301434   

Agency Staff Supplier M2 
LTA 
Veritas 

01772 722223 
01772 200845 
01772 846610 

  

Gas Utility Company Total LCC Energy team 
01772 533220 
Energy.team@lancashire.gov.uk 
Mark Chantry 01772 531554 

  

Water Utility Company Wave LCC Energy team 
01772 533220 
Energy.team@lancashire.gov.uk 
Mark Chantry 01772 531554 

  

Electricity Utility Company Npower LCC Energy team 
01772 533220 
Energy.team@lancashire.gov.uk 
Julie Salgado Perez  
01772 535425 

  

Heating Contractor James Mercer 07734384752   

Premises Management / 
Property Services 

TPM 01254 958850 
01254 958858 
info@dbeservices.co.uk 

  

ICT provider Ed-IT Adam 07717791793 
Les 07470986153 

  

mailto:Energy.team@lancashire.gov.uk
mailto:Energy.team@lancashire.gov.uk
mailto:Energy.team@lancashire.gov.uk
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Organisation 
Name / role of contact 
(if applicable) 

Contact details 
Alternative  
contact details * 

Notes 

Teacher Support Network  08000 562 561 (24 hour) 
 

 The Teacher Support 
Network can provide 
practical and emotional 
support to staff in the 
education sector and their 
families. 
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1.8 Contact details – Parents / Carers 
 

 

Contact details for all parents are kept on the SIMS office management system, in a red filing box which is 
kept on the school office desk and on the EVC ipad which is taken on all visits. 
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SECTION 2 – SITE DETAILS 
 

Premises Name: Grimsargh St Michael’s CE Primary School 

Premises Address: Preston Road 
Grimsargh  
Preston  
PR2 5SD 
 
 
 
 

Map Grid References: Easting (x): 358252 Northing (y): 434121 

 

Responsible Persons: 

Fire Warden(s): Mr Stuart Booth 
 
 
 
 

First Aider(s): Miss H Smith (P)                     13/04/2021 
Miss H Lemmimgs (P)             25/09/2023 
Miss M Begbie (P)                   13/04/2021 
Mrs J Lock (P)                         11/02/2020 
Miss L Cross                           24/03/2021 
Mrs E Towers                          24/03/2021 
Miss Reeve                             25/09/2023 
Mrs S Wane                            24/03/2021 
Miss E Threlfall                       25/09/2023 
Mrs Hemmings                        25/09/2023 
Mrs Walwin-Holm                    25/09/2023 
Mrs Rutherford                        25/09/2023 
 
 
 

 

Utility supplies Location Notes / instructions 

Gas Outside white box next to 
entrance of the school car 
park 

Gas box key in the school office 

Water Boiler room Boiler room key in the school office 

Electricity Site supervisors room  

Heating Boiler room Boiler room key in the school office 

 

Internal hazards Location Notes / instructions 

Asbestos Asbestos register in school 
office 

 

Chemical store(s)  Note reference to COSHH Inventory. 
See Appendix M. 
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Grimsargh St Michael’s C of E Primary School 

 

Evacuation Procedures: Fire Drill 
 

When the fire alarm sounds everyone should leave the building by the nearest exit 

 

In the event of the designated exit being blocked, the other exit (either fire door or classroom door) should be 
used. The year 1 classroom has no fire door so year 1’s alternative exit will be through the group room and then 
reception class. Where there are two members of staff in a classroom, one must lead from the front and the 
other must ensure all children are out before closing the door. If there is only one staff member present, they 
must leave after the children, closing the door behind them. 
 
Children must walk in an orderly manner, before lining up on the playground at the designated point, demarcated 
by their class year group number (R for Reception, N for Nursery and V for Visitors) which is away from the 
building. Each class teacher must stand at the front of the line and conduct a headcount. The teaching assistant 
must stand at the back of the line and also do a headcount. The office staff will hand out class registers if they 
have been taken and returned to the office. If the register is still in the classroom, the teacher must bring it out. If 
the headcount does not correlate with the number in the register, the teacher must take a roll call.  
 
When the teacher and TA agree on the number of children present, and this correlates with the register, then the 
class teacher must raise their hand.  
 
Missing persons must be reported to the headteacher. 
Staff/ Visitors who leave school, at any time within the school day must sign out using the ‘InVentry’ electronic 
system.  
 
*Our school, like most schools, does not have monitored fire alarm. This means that in the event of the fire alarm 
being activated, there is no automatic call to LFRS to alert them to the emergency. Instead, it is the responsibility 
of the person in charge to call 999. 
 
On activation of the fire alarm, evacuation will commence while the person in charge attends the fire panel to 
identify the location of the activation. Arrangements will then be made to investigate whether there is a fire or if 
it is a false alarm. The evacuation will continue and be used as a drill, even if the investigation concludes it to be a 
false alarm. 
 
If there is evidence of a fire, a 999 call will be made to LFRS to initiate their response. 
 

 

Yr R Classroom door, to corridor, exit through end doors to early years play area 

Yr 1 Classroom door to corridor, exit by the centre corridor doors 

Yr 2 Classroom door to corridor, exit by the centre corridor doors 

Yr 3 Classroom door to corridor, through to main entrance; out of main door 

Yr 4 Rear fire door, turn right, through car park to playground 

Yr 5 Rear fire door, turn right, through car park to playground 

Yr 6 Rear fire door, turn right, through car park to playground 

Hall Fire doors 

Computing suite Doors by the hall onto the playground 
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PLEASE DISPLAY THESE PROCEDURES IN EACH CLASSROOM AND THE SCHOOL HALL 
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SECTION 3 - ACTIVATION 
3.1 Plan Activation Decision Tree 

 

 

Incident occurs 

Take immediate action to safeguard pupils, staff and visitors, attending to 
any casualties and administering first aid as required. 

 

Assess the situation and establish a basic overview of the incident 
(Appendix A) 

 

No Yes 

Are the Emergency Services required? 
 

Dial 999. 

Does the school need to be evacuated or locked down?  
? 

 

No Yes 

Refer to Evacuation 
(Appx D) or Lockdown 

(Appx F) 

Inform all staff of 
incident. 

Does the incident require a coordinated response by the school? 
?  
? 

 No Yes 
Manage incident 

accordingly 
 

Activate School Emergency Plan and convene  
School Emergency Management Team 

?  
? 

 Consider: 

 Co-ordination (Appendix B1)  

 Business Continuity (Appendix B2)  

 Communications (Appendix B3) 

 Log-keeping (Appendix B4) 

 Media Management (Appendix B5)  

 Resources (Appendix B6)  

 Welfare (Appendix B7)  
  

?  
? 
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3.2 Notification of incident 
 

 
Information about an incident may come from a number of sources (e.g. member of staff, pupil, parent / 
carer, member of the public, the emergency services, the local authority). Whoever receives the alert 
should ask for, and record, as much information as possible. 
 
 
+ Maintain a written record of your actions using this form and a log book. You may wish to 

record any new contact details in section 1. 
 
+ Offer reassurance and support. Be aware that all those involved in the incident (both directly 

and indirectly) may be suffering from shock or may panic. 
 
+ Find out what has happened. Obtain as clear a picture as you can. 
 
+ Discuss with the informant what action needs to be taken and by whom. 
 

 
 
3.3 Initial action 

 
 
Immediately inform the headteacher or nominated emergency contact. If neither is able to respond (they 
may be involved in the incident) the senior person present should follow the instructions below. 
 
 
+ Assess the situation and establish a basic overview of the incident. 
  
+ Take immediate action to safeguard pupils, staff and visitors. 
 
+ Attend to any casualties and administer first aid, if appropriate. 
 
+ If appropriate, dial 999 for the emergency services and provide them with an overview of the 

situation. If in doubt, dial 999. 
 
 

The emergency services notify each other of incidents but consider speaking directly to each 
organisation required. This will ensure that each service has the information they need to 
respond appropriately. 

 
 
+ Fetch any equipment that may prove useful (e.g. first aid kit, grab bag). 
 
+ Log all communications and actions. 
 
+ Notify school staff. Consider assembling a School Emergency Management Team (SEMT) to 

assist with the response. 
 
+ Refer to the list of emergency contact numbers for additional support if required. 
 
+ Where possible, avoid closing the school and try to maintain normal routines. 
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APPENDIX A – INCIDENT LOG SHEET 
 

 

Incident Details (1 of 4) 

Name of Informant: Date and Time of Call: 

  

Contact Details: Date and Time of Incident: 

  

Exact Location of Incident: 

 

 

 

Details of Incident: 

 

 

 

 

 

 

Which Emergency Services are involved? 

Police Fire & Rescue Ambulance Mountain Rescue 

    

What advice have the emergency services given? 
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Incident Details (2 of 4) 

What arrangements are in place for people not directly involved in the incident? 

 

 

 

 

Who has been informed? 

  Headteacher 

  School staff 

  Governors 

  Pupils 

  Parents / carers 

  Extended services 

  Police 

  Fire & Rescue Service 

  Ambulance Service 

  Local authority 

  Health and Safety Executive 

  Foreign & Commonwealth Office 

  Media 

  Insurance company 

  Trade union 

  Diocese/Church Authority 

Does anyone else need to be informed? 

 

 

 

 

 

Are there other actions required? 
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Incident Details (3 of 4) – Educational/Offsite Visit 

If the incident happened on an educational visit complete the following table: 

Name of Visit Leader: Number of Pupils on Visit: 

  

Nature of Visit: Number of Staff on Visit: 

  

Exact location of educational visit: 

 

 

 

 

 

If the incident happened abroad, have the Foreign & Commonwealth Office been informed? 

 

 

 

Other information: 
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Incident Details (4 of 4) – Incident Contact Details 

Record here any additional contact details pertinent to this incident: 

Name / Role / Organisation Contact Details 
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APPENDIX B – ROLES AND RESPONSIBILITIES 
 

B1 Roles and responsibilities: Co-ordination 
 

 

Ref Co-ordination - initial response Tick / sign / time 

C1 Establish a basic overview of the incident.  

C2 If the incident has occurred on an educational visit: 
 Liaise with the educational visit leader on a regular basis 
 Consider sending extra staff to support the educational visit leader 
 Discuss with the educational visit leader the arrangements for notifying 

parents / carers 
 Consider how parents / carers and pupils will be reunited. 

 

C3 Wherever possible, assign members of staff to relevant School Emergency 
Management Team (SEMT) roles: 
 Business continuity 
 Communications 
 Log-keeping 
 Media management 
 Resources 
 Welfare. 

 

C4 Remember to: 
 Allocate tasks amongst the SEMT 
 Ensure that staff are clear about their designated responsibilities 
 Establish the location and frequency of SEMT / staff briefings 
 Ask staff to maintain a log of actions made and decisions taken 
 Assign a log-keeper to provide administrative / secretarial support. 

 

C5 Inform all other staff of the incident. Ensure staff are briefed (and given 
tasks) on a regular basis. 

 

C6 Take action to protect property.  

C7 Work closely with other organisations (e.g. emergency services, local 
authority) as required. Provide accurate and factual information to those 
arriving on-scene. 

 

C8 Ascertain the whereabouts of all pupils, staff and visitors (using timetables, 
registers and visitor books may help). Ensure the emergency services are 
aware of anyone who is unaccounted for. 

 

C9 Inform governors as appropriate.  

C10 Decide the most appropriate method of contacting relatives of pupils / staff 
affected by the incident. If the matter is very serious (such as a fatality) 
liaise with the Police about informing next of kin. 
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Ref Co-ordination - ongoing response Tick / sign / time 

C11 Act as the main contact for co-ordination of the response. Continue to liaise 
with the emergency services and other organisations. 

 

C12 Continue to allocate tasks amongst the SEMT. Work closely with the SEMT 
to co-ordinate their actions and help to resolve any complications or 
difficulties that arise. 

 

C13 If the response is likely to last for a significant amount of time, consider staff 
rotation / shift patterns. 

 

C14 Ensure that regular briefings are given to: 
 Staff 
 Pupils 
 Parents / carers 
 Governors 
 Extended services. 

 

C15 Work closely with the County Council Media Team to provide regular 
briefings to the media. Seek support from other organisations if necessary. 

 

C16 Check that everyone who should have been notified of the incident has 
been informed.  

 

C17 In the event of a serious injury or fatality, report the incident to the Health 
and Safety Executive (HSE) as soon as possible. 

 

C18 Seek advice on legal and insurance issues, if appropriate.  

C19 If the incident is a crime scene (or subject to a fire investigation) seek advice 
from the Police and / or Fire & Rescue Service. 

 

 

Ref Co-ordination - recovery Tick / sign / time 

C20 Act as the main contact for the recovery process. Continue to allocate 
tasks amongst the SEMT and other staff. 

 

C21 Ensure that post incident support is available to all who may require it 
(please refer to appendix 1 for more information). 

 

C22 Work closely with the ‘resources’ role in organising remedial work to 
property and liaise with insurance companies, salvage specialists and loss 
adjusters as appropriate. 

 

C23 Complete any necessary forms / paperwork.  

C24 Arrange a debrief for school staff involved in the response.  

C25 Represent the school at other debriefs which may take place (e.g. one 
organised by the local authority or Local Resilience Forum). 

 

C26 Initiate a review of the school emergency plan.  

C27 Consider contacting the head teachers of nearby schools to inform them of 
any important issues relating to the incident. 
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B2 Roles and responsibilities: Business continuity  
 

 
Please refer to appendix 'C' for more information on business continuity arrangements. 
 

Ref Business continuity - initial response Tick / sign / time 

BC1 Assess the nature of the incident, e.g.: 
 Loss of utility supply 
 Loss of supplier 
 Loss of premises 
 Loss of personnel 
 Loss of telecommunications. 

 

BC2 Establish what effect the emergency will have on the operation of the 
school. Try to ascertain how long the disruption will last. 

 

BC3 Consider how the incident will affect any extended services that use the 
school premises. Liaise with these services as necessary. 

 

BC4 Attempt to recover important documentation, records and equipment if 
safe to do so (consult the emergency services for advice if necessary). 

 

BC5 If appropriate, contact organisations which can assist in document 
restoration. 

 

 

Ref Business continuity - ongoing response Tick / sign / time 

BC6 Minimise any disruption to the provision of education. Put arrangements in 
place to keep the school open and try to maintain normal school routines 
(e.g. teaching, exams) wherever possible. 

 

BC7 Seek support from other organisations (e.g. buddy schools, the local 
authority, suppliers / contractors) as required. 

 

BC8 Work with the ‘communications’ role to ensure staff, pupils and parents / 
carers are informed of any changes to the school routine. 

 

BC9 In the event of a public health incident (e.g. pandemic influenza), consider 
ordering infection control supplies and increasing the cleaning regime. 

 

 

Ref Business continuity - recovery Tick / sign / time 

BC10 Work with school staff and other organisations to restore the usual school 
routine as a matter of urgency. 

 

BC11 Put in place arrangements for remote learning, if necessary.  

BC12 Make an inventory of any equipment which has been damaged. Arrange 
for important items / documentation to be salvaged, restored or replaced. 
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B3 Roles and responsibilities: Communications 
 

 
Please refer to appendix 6 for more information on communication arrangements. 
 

Ref Communications - initial response Tick / sign / time 

CO1 Dedicate telephone lines for incoming and outgoing calls. Arrange extra 
support at reception if necessary. 

 

CO2 Record a new message on the school answer phone if appropriate. 
Consider setting it to ‘answer only’ mode. 

 

CO3 Support staff with any communication needs they may have.  

CO4 Inform those involved in the response of any communication difficulties 
(e.g. poor mobile signal in the area). 

 

 

Ref Communications - ongoing response Tick / sign / time 

CO5 Ensure regular information is provided to: 
 Pupils 
 Parents / carers 
 Governors 
 Extended services. 

 

CO6 Consider the most effective arrangements for contacting pupils and 
parents / carers (please refer to appendix 6). Ensure that records of calls 
made to parents / carers are maintained. 

 

CO7 Liaise with the ‘media management’ role about contacting local radio 
stations. 

 

CO8 Update the school answer phone and website on a regular basis.  

CO9 Liaise with the ‘co-ordination’ role in sending a letter home to parents / 
carers. This could include information on: 
 What has happened 
 How their child was involved 
 The actions taken to support those involved 
 Who to contact if they have any concerns or queries. 

 

CO10 In the event of a major emergency, seek support from the local authority; 
they may be able to establish a helpline for enquiries from the public. 

 

 

Ref Communications - recovery Tick / sign / time 

CO11 Provide regular briefings to pupils and parents / carers.  

CO12 Assist the ‘business continuity’ role in providing remote / virtual learning.  

CO13 Check that any information in the public domain (e.g. website content) is 
accurate and up-to-date. 
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B4 Roles and responsibilities: Log-keeping 
 

 
Please refer to appendix 9 for more information on log-keeping. 
 

Ref Log-keeping - initial response Tick / sign / time 

LK1 Attend SEMT briefings. Keep a log of important information, actions taken 
and decisions made. 

 

LK2 Ensure that each member of staff keeps an incident log.  

 

Ref Log-keeping - ongoing response Tick / sign / time 

LK3 Provide administrative / secretarial support to the SEMT.  

LK4 Keep accurate records of anyone admitted to hospital or treated by the 
emergency services. 

 

LK5 Record details of any expenditure incurred by the school.  

 

Ref Log-keeping - recovery Tick / sign / time 

LK6 Collate all incident logs, making copies if necessary.  

LK7 Ensure records related to the incident are archived securely but make 
these available to authorised staff for future reference (e.g. in the event of 
a debrief or enquiry). 
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B5 Roles and responsibilities: Media management 
 

 

Ref Media management - initial response Tick / sign / time 

M1 Seek support from the County Council's media team other in responding to 
media requests and throughout the duration of the emergency. 

 

M2 Ensure media access to the site, staff and pupils is controlled. Do not let 
the media onto the school site or give them access to pupils unless there 
is a specific reason for doing so and permission / consents are in place. 
Ask for support from the Police if necessary. 

 

M3 Designate a specific area for the media away from the main entrance to 
the school, so they do not prevent or intimidate people entering and 
leaving the site. 

 

M4 Work with the County Council's media team to draft a brief media 
statement (designed to provide information and reassurance) on behalf of 
the school. Information given must be limited until the facts are clear and 
all parents / carers have been notified. 

 

M5 Arrange for an appropriate member of staff to act as a spokesperson for 
the school (probably the headteacher or chair of governors). 

 

M6 Be prepared to be interviewed by the media if appropriate and in 
consultation with the County Council's media team. 

 

 

Ref Media management - ongoing response Tick / sign / time 

M7 Gather information from the SEMT, Emergency Services and other 
organisations as appropriate, working with the County Council's media 
team to respond to ongoing media requests. 

 

M8 Provide regular statements to the media in consultation with the County 
Council's media team and ensure each message conveys an accurate, 
consistent and reassuring message. 

 

M9 Advise staff on where to direct media enquiries. Instruct staff not to speak 
directly to the media and advise pupils and parents to do the same, or at 
least, do not be drawn into speculation. 

 

M10 Try to prevent the spread of misinformation (especially through the use of 
mobile phones and social media). 

 

 

Ref Media management - recovery Tick / sign / time 

M11 Via the County Council's media team, keep the media informed of 
developments in the recovery process. Present a positive and reassuring 
image to the public. 

 

M12 Be aware of media interest in memorials or anniversaries of the event.  
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B6 Roles and responsibilities: Resources 
 

 

Ref Resources - initial response Tick / sign / time 

R1 Take action to protect property. Consider turning off utility supplies.  

R2 Ensure the emergency services can access / egress the school without 
hindrance. Consider sending a member of staff to the school entrance to 
prevent people restricting access by parking in unsuitable places. 

 

R3 Advise the emergency services of any property related issues / hazards 
(e.g. asbestos, chemical stores). Consider providing personnel with a site 
map. 

 

R4 Work with other staff and the emergency services to control access to the 
school: 
 Advise staff and governors that they might have to prove their identity 

before the emergency services will grant them access. 
 Provide authorised visitors with identification badges and ensure they 

sign-in and sign-out. 
 Ensure that media access to the site is controlled. 

 

 

Ref Resources - ongoing response Tick / sign / time 

R5 Liaise with utility suppliers as required.  

R6 Establish safe and secure areas to assist the response. E.g.: 
 SEMT briefing room 
 Briefing area for parents / carers 
 Media briefing room. 

 

R7 Work closely with staff and other organisations to provide access to 
facilities and resources as required. This may involve opening or closing 
parts of the school. 

 

R8 Ensure the school site is secure (e.g. provide temporary fencing around 
damaged areas, arrange for broken windows to be boarded). 

 

R9 Work with the ‘business continuity’ role to arrange temporary 
accommodation, if required. 

 

 

Ref Resources - recovery Tick / sign / time 

R10 Work closely with the ‘co-ordination’ role in organising remedial work to 
property and liaise with insurance companies, salvage specialists and loss 
adjusters as appropriate. 

 

R11 Arrange a site visit with relevant personnel (e.g. emergency services, utility 
suppliers, local authority) involved in the recovery phase. 

 

R12 Procure temporary classrooms if appropriate.  
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B7 Roles and responsibilities: Welfare 
 

 

Ref Welfare - initial response Tick / sign / time 

W1 Establish arrangements to meet the welfare needs of pupils, staff, parents 
/ carers, visitors and responders. 

 

W2 Identify pupils who may require additional support: 
 Those with Special Educational Needs (SEN) 
 Those with medical needs 
 Those with Personal Emergency Evacuation Plans (PEEPs) 
 Anyone who may be particularly vulnerable or badly affected (e.g. 

those who were involved in, or witnessed, the incident). 

 

 

Ref Welfare - ongoing response Tick / sign / time 

W3 Assess the welfare and emotional needs of all those involved. Continue to 
monitor and support those who may be particularly affected by the 
incident.  

 

W4 Make arrangements for reuniting pupils with their parents / carers. Ensure 
that a member of staff is present to meet and greet them. 

 

W5 In groups as small as practicable, inform pupils about the incident. 
Consider the best way to convey bad news. In the event of a tragic 
incident, consider seeking support from educational psychologists about 
the best way to inform and support pupils.. 

 

W6 Where possible, every child should to be spoken to, and asked if they are 
alright, before they leave school. 

 

W7 Take account of religious and cultural factors. Consider contacting 
religious leaders within the community for support. 

 

W8 Ensure that staff take regular rest periods.  

 

Ref Welfare - recovery Tick / sign / time 

W9 Please refer to appendix 1 for information on welfare arrangements and 
post incident support after the emergency response. 
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APPENDIX C - BUSINESS CONTINUITY 
 

 
Important paper-based records should be kept in a secure location (e.g. a fire-proof safe). During an emergency do not attempt to recover any records or 
equipment unless safe to do so. 
 

Paper-based records Where are they stored? 
Effect of loss 
(short-term, medium-term, long-term) 

Back-up measures /  
restorative arrangements 

Coursework    

Examination papers Headteacher’s filing cabinet   

Asset registers / 
equipment inventories 

School office tall cabinet   

Insurance documentation    

 

Electronic records Where are they stored? 
Effect of loss 
(short-term, medium-term, long-term) 

Back-up measures /  
restorative arrangements 

Coursework    

Contact details    

Financial information School office tall cabinet   

Medical information In the classrooms – confidential files   

 

Remote learning Notes / instructions 

Website / extranet  

Email  

Post  
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APPENDIX D - EVACUATION 
 

 

Signals 

Signal for evacuation Fire alarm 

Signal for all-clear  

 

Assembly points – on-site evacuation 

On-site evacuation assembly point A Playground 

On-site evacuation assembly point B  

 

Assembly points – off-site 

Off-site evacuation Option 1 Grimsargh church 

Off-site evacuation Option 2  

 
If the school has been evacuated and pupils are not able to return into school (or go home) it may be 
necessary to relocate temporarily to another building (e.g. buddy school or place of safety). 
 

Pre-identified buddy school / place of safety 

Name of premise Grimsargh church 

Type of premise Church 

Contact name and details 
of key holder(s) 

Anthony Cowell   07753 813758  
 

Address Preston Road, Grimsargh 

Directions / map On the school path/ church path 

Estimated travel time 
(walking, with pupils) 

5 mins 

Estimated travel time  
(by coach, with pupils) 

- 

Capacity The whole school plus staff 

Capacity (sleeping) - 

Facilities / resources Heating/ refreshments available 

Notes  
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APPENDIX E - SHELTER 
 

 

Signals 

Signal for shelter  

Signal for all-clear  

 
Upon hearing the shelter signal, take the action below. 
 
 

Ref Initial response - shelter Tick / sign / time 

S1 Ensure all pupils are inside the school building.  

S2 If appropriate, move pupils away from the incident (e.g. to the other side of 
the building). 

 

S3 Dial 999, if appropriate. Dial once for each emergency service that you 
require. 

 

S4 If sheltering from an environmental hazard (e.g. a smoke plume) ensure all 
doors and windows are closed and ventilation / air circulation systems are 
switched off. 

 

S5 Check for missing / injured pupils, staff and visitors.  

S6 Reassure pupils and keep them engaged in an activity or game.  

S7 Notify parents / carers of the situation.  

S8 Remain inside until an all-clear has been given, or unless told to evacuate 
by the emergency services. 
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APPENDIX F - LOCKDOWN 
 

 

Lockdown procedures should be seen as a sensible and proportionate response to any external or 
internal incident which has the potential to pose a threat to the safety of staff, pupils and visitors to the 
school. The following procedures aim to minimise the disruption to the learning environment whilst 
ensuring the safety of all involved. 

These lockdown procedures may be activated in response to any number of situations which could pose 
a risk to the staff, pupil and visitors to the school and could include: 

 A reported incident or civil disturbance in the local community; 

 An intruder on the school site; 

 A warning being received regarding a nearby air pollution risk (smoke plume, gas cloud, etc.); 

 A major fire in the vicinity of the school; 

 A dangerous animal (e.g. large dog) roaming loose near/on the school grounds. 

As not all potential circumstances which may lead to a school lockdown can be foreseen, it is important 
that any plans/actions are dynamic and able to deal with an ever changing risk/threat. 

 

Lead Responsible Person 

Designated Senior Person Stuart Booth 

Deputy Designated Senior Person(s) Lindsay Garner/ Emma Dewhurst 

 

Signals 

Signal for Lockdown 10 sharp rings on the school bell 

Signal for All-clear 10 sharp rings on the school bell 

 

Lockdown 

Entrance points (e.g. doors, 
windows) which should be secured 

Front door – office staff 
Key stage doors if PE outside 
Reception and Nursery doors to outdoor areas 

Communication arrangements  Staff Mobile phones- switched to loudest ring volume and to 
hand. 

 Nursery telephone (07444322434) 

Upon hearing the lockdown signal, take the actions below if it is safe to do so. Personal safety takes 
precedence and no-one should put themselves or anyone else in danger. 
 
If someone is taken hostage on the premises, evacuate to church, preferably through reception class 
outdoor play area.  Gate code – 1066.  Headteacher to ring vicar/ Anthony Cowell for access. 
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Ref Initial Actions Tick / sign / time 

L1 SOUND THE LOCKDOWN SIGNAL.  

L2 Anyone outside the school buildings should be brought inside as quickly as 
possible. 

 

L2 All staff and pupils to return to their classrooms as quickly as possible. 
(Staff should not leave classroom to find out what is going on) 

 

L3 Lock / secure all entrance points (e.g. doors, windows) to prevent the 
intruder entering the building. 

 

L4 Ensure people take action to increase protection from attack: 
 Lock internal doors/windows if possible 
 Block access points (e.g. move furniture to obstruct doorways) 
 Sit on the floor, under tables or against a wall 
 Keep out of sight 
 Draw curtains / blinds 
 Turn off lights 
 Stay away from windows and doors. 

 

L5 Remain inside until an all-clear has been given, or unless told to evacuate 
by the emergency services. 

 

L6 Complete Appendix 'A' with details known so far.  

L7 Dial 999 and report the incident to the Police.  

 

Ref Secondary Actions Tick / sign / time 

L8 Undertake a register as soon as possible.  

L9 Once in lockdown mode, staff should notify the office immediately of any 
pupils not accounted for. 

 

L10 Try to establish as much information regarding the incident as possible.  

L11 Dial 999 and update the Police if required.  

L12 If safe to do so, check all corridors and toilets.  

L13 Ensure that pupils, staff and visitors are aware of an exit point in case the 
intruder does manage to gain access. 

 

L14 If possible, check for missing / injured pupils, staff and visitors.  

L15 Staff should encourage pupils to stay calm as far is possible.  

L16 If possible, try to restrict use of social media by staff/pupils and outside 
contact until the full details of the incident are known. 

 

L17 Notify parents/carers as soon as possible and when it is safe to do so. 
Instruct parents not to attend school as pupils will not be released during a 
lockdown. 

 

L18 Continue to follow advice/instructions from the Emergency Services.  
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Classroom Aide Memoir: 
 

EMERGENCY LOCKDOWN PROCEDURE 

SIGNALS 

Signal for Lockdown 10 sharp rings of the school bell 

Signal for All-clear 10 sharp rings of the school bell 

On hearing the above signal for a school lockdown take the following actions: 

ACTIONS 

 

Return to your classroom with pupils, as quickly and safely as 
possible. 

 

Close all doors and windows, lock if able to. 

 

Block any access points into the classroom by moving furniture in 
front of door. 

 

Draw all curtains/blinds and switch off lights. 

 

Sit on floor, against a wall if possible. 

 

Undertake a register as soon as possible. Report any missing pupils 
to the office by telephone – 01772 653600. 

STAY  
IN 

Remain inside with doors locked until the all-clear has been given, or 
unless told to evacuate by the emergency services. 
DO NOT leave the classroom to find out what is happening. 

KEEP 
CALM 

Keep pupils calm by offering constant reassurance. Keep as quiet as 
possible. 
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APPENDIX G - SCHOOL CLOSURE 
 

In the Event of an Unavoidable School Closure Staff The Headteacher and Governing Body should, as 
part of their agreed strategy for the management of unavoidable school closures, ensure that there are 
clear arrangements for staff in respect of communication, reporting and attendance for duty.  
 
The following should be considered as part of the school policy/arrangements.  
Communication  
(a) communication with staff in the event of an unavoidable closure;  
(b) arrangements for staff to communicate with the school when they are unable to attend or it is unsafe 
to travel due, for example, to severe weather conditions. 
 
Alternative Duties  
There is an expectation that staff make every effort to attend school. If this is not possible, the following 
arrangements should be considered as part of the school policy:  
(a) Alternative duties (appropriate to the Employees Conditions of Service) to be undertaken at home or 
at another venue if staff are unable to attend or if the school is closed.  
(b) Arrangements for staff to attend another school or venue near to their home, where necessary, if they 
are unable to attend or it is unsafe to travel. These must be pre-planned and co-ordinated by school 
management. Arrangements must be made with the alternative school in advance so that the staff 
concerned are known to the alternative school; otherwise, they should not report to an alternative school. 
In the interests of safety, the alternative school is advised not to accept an unknown person where no 
such pre-planned arrangements have been made. ( 
c) Where staff undertake alternative duties or attend an agreed alternative school/venue they should be 
considered to have attended for duty and are entitled to be paid. (Note - staff salaries for such alternative 
duties in another school would be met from the member of staff's own school's budget.) 
 (d) In the circumstances where staff do not attend and do not undertake alternative duties, this should 
be treated as leave of absence with or without pay, and Headteachers/Governing Bodies will need to 
make a determination on this matter. Absences should be recorded (with or without pay) on the Oracle 
system.  
 
 

Unavoidable school closure due to adverse weather conditions. 
If the weather is bad enough to close school due to staff not being able to attend then the headteacher 
will have a phone conversation with the site supervisor to ascertain local conditions. 
If the decision is made to close the school you will be rung as soon as possible. Please do not try to ring 
them as this will block the lines up for other communications. If you have a list of people to ring please 
ensure that you have their up-to-date numbers for phoning. 
If you are in walking distance of the school and are able to attend to help the office with any children who 
arrive unattended and need to be sent back home, then I would be very grateful if you could do that. 
If the school is closed all parents will be text and the office will put a message on the home page of the 
website - so check there too if you are waiting for a phone call. 
This procedure will operate on a day-to-day basis until school reopens. If you are unable to attend for 
work I shall presume that you have tasks you are able to undertake at home. 
 
The headteacher will phone all teachers and the office will text parents 
All teachers to phone the teaching assistants who work with them in class 
The office will  phone kitchen  staff. 
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APPENDIX H - COMMUNICATIONS 
 

 

Designated telephone lines Contact number Location of telephone 

Incoming calls 01772 653600 Office/ headteacher’s room 

Outgoing calls   

 
All relevant parties should be updated at regular intervals on the incident; even if no significant 
developments have occurred since the last time of contact. 
 

Methods of 
communication 

Notes / instructions 

Answer phone  Example of pre-recorded message 
 Instructions on setting to ‘message only’ mode 
 Can it be updated remotely or only from the school site? 

School website / 
extranet 

 Log-in details 
 Who is authorised / trained to edit the website? 
 Can it be updated remotely or only from the school site? 

Text messaging system  Log-in details 
 Who is authorised / trained to use the text messaging system? 
 Can it be used remotely or only from the school site? 

Local radio stations  Instructions for reporting school closures. 

Telephone tree  

Sign at school entrance  

Newsletter  

Email  

Letter  

School notice board  

 
Preferred methods of communication are included below (although these may change depending on the 
exact nature of the incident). 
 

Group Preferred method of contact Contact details are available from 

Pupils See parents - 

Parents / carers text T2P/ red box in office 

Governors telephone SEP 

Extended services telephone SEP 
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APPENDIX I - BOMB THREATS 
 

 
+ If you receive a telephone call from someone who claims to have information about a bomb, 

record as much information as possible. 
 

Bomb Threats (1 of 2) 

Time of call: Telephone number you were contacted on: 

  

Exact wording of the threat: 

 

 

 

 

 
+ Stay calm. Being cautious, and without provoking the caller, try to ask the questions below. 
 

Where is the bomb right now? What will cause it to explode? 

  

When will it explode? Did you place the bomb? If so, why? 

  

What does it look like? What is your name? 

  

What is your telephone number? What is your address? 

  

 
+ Try dialling 1471. You may get information on where the phone call was made from. 
 

Did dialling 1471 work? Time the call ended: 

  

 
+ Contact the Police (999) and headteacher / nominee immediately.  
 
+ Carry out further actions based on Police advice. 
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Bomb Threats (2 of 2) 

What gender was the caller?   Male 

  Female 

Approximately how old was the caller? Did the caller have an accent? 

  

Did the caller use a codeword? Did the caller sound familiar? 

  

What sort of voice did the caller have? 

  Normal 

  Loud 

  Quiet 

  Whispered 

  Clear 

  Disguised 

  Well spoken 

  Poorly spoken 

  Deep 

  High pitched 

  Hoarse 

  Nasal 

  Impediment 

  Stutter 

  Lisp 

  Slurred 

  Other 

At what pace did the caller speak? 

  Normal   Quick   Slow 

What manner did the caller have? 

  Normal 

  Calm 

  Excited 

  Laughing 

  Upset 

  Angry 

  Rational 

  Irrational 

  Irritated 

  Muddled 

  Other 

Were there any distinguishable background  noises? 

 

 

 

Any other notes/thoughts: 
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APPENDIX J - SUSPICIOUS PACKAGES 
 

 
Postal bombs or biological / chemical packages might display any of the following signs: 

 Excessive wrapping  
 Grease marks or oily stains on the envelope / wrapping  
 An unusual odour including (but not restricted to) ammonia, almonds or marzipan 
 Discolouration, crystals or powder-like residue on the envelope / wrapping 
 Visible wiring / tin foil  
 Heavy weight for the size of the package  
 Uneven weight distribution 
 Too many stamps for the weight of the package 
 Poor hand writing, spelling or typing 
 Delivery by hand from an unknown source 
 Wrongly addressed or come from an unexpected / unusual source  
 No return address or a postmark that does not match the return address. 

 
The likelihood of a school receiving a postal bomb or biological / chemical package is low. However, if 
you do receive a suspicious package carry out the actions below. 
 
 

Ref Initial response - upon receiving a suspicious package Tick / sign / time 

SP1 Remain calm.  

SP2 Put the letter / package down gently and walk away from it: 
 Do not touch the package further 
 Do not move it to another location 
 Do not put the package into anything (including water) 
 Do not put anything on top of it. 

 

SP3 Note its exact location.  

SP4 Evacuate the building, keeping people away from the room as far as 
possible. Ensure that any assembly points are located away from the 
danger of flying glass. 

 

SP5 Notify the Police (999) and the headteacher / nominated emergency 
contact immediately. 

 

SP6 Do not use mobile phones, two-way radios or sound the alarm using the 
break glass call points. 

 

 
If anyone is exposed to a potentially hazardous substance carry out the actions below. 
 

Ref Initial response - if exposed to a potentially hazardous substance Tick / sign / time 

SP7 Keep all persons exposed to the material separate from others, and 
available for medical examination. Ask them to remain calm and avoid 
touching their eyes, nose or any other part of their body. 

 

SP8 Ensure that ventilation / air circulation systems in the building have been 
turned off and that all doors (including internal fire doors) and windows 
have been closed. 

 

SP9 Anyone experiencing symptoms of chemical exposure (e.g. streaming 
eyes, coughs and irritated skin) should seek medical attention urgently. 
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APPENDIX K – PUPIL PRESUMED DECEASED 
 

 
 
Procedures to follow in the case of a pupil presumed deceased whilst in the care of the school or setting.  
The following procedures are recommended for use in the event that a pupil is presumed deceased.  
 
Please also check that any action taken is in line with the recommendations contained in any Health 
Care Plan which may have been prepared for the pupil in question. 
 

Ref Initial actions  Tick / sign / time 

PD1 Request Ambulance and Police presence immediately via a 999 call.  

PD2 Do not attempt to move the pupil presumed deceased to another location.  

PD3 Remove all other pupils from the area as quickly as possible and provide 
and manage the appropriate support/supervision.  Be aware of the need to 
manage the use of mobile phones and other social media. 

 

PD4 Ensure that the pupil presumed deceased is supervised until the arrival of 
the emergency services. 

 

PD5 Inform the Head Teacher/Deputy Head Teacher/Teacher-in-Charge of the 
circumstances.  The Head Teacher/Deputy Head 
Teacher/Teacher-in-Charge should aim to be at the location as quickly as 
possible if they are not already on site. 

 

PD6 The emergency services would normally remove the body in order to have 
the death confirmed by hospital based medical staff. 

 

PD7 The pupil's parents/carers must be informed of the circumstances as soon 
as possible.  The police will usually take the lead in contacting 
parents/carers and arrangements should be made for an appropriate 
member of staff from the school or unit (usually the Head Teacher or 
Teacher-in-Charge) to accompany the police on this visit or later visits. 

 

PD8 If the school is considering a full or partial closure on the day of the pupil's 
funeral, please refer to the Authority's 'Guidelines on Unavoidable 
Closures'.  Please see link below: 
 
Unavoidable School Closures Guidelines 

 

PD9 A record should be kept of the names and addresses of any witnesses.  

PD10 Do not discuss any matter relating to the incident with the media.  
Requests for comments from the media should be referred to the 
Media/Communications Team (01772 532781). 

 

 

http://www3.lancashire.gov.uk/corporate/atoz/a_to_z/service.asp?u_id=1443&tab=20
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Ref Intermediate actions  Tick / sign / time 

PD11 Inform the following as soon as possible: 
 Chair of school's Governing Body/Management Committee. 
 In the case of voluntary aided schools, the relevant Diocesan/Church 

Authority. 
 The school's General Practitioner (RESIDENTIAL SCHOOLS ONLY). 
School should agree a dedicated telephone line for dealing with this 
incident. 

 

PD12 School staff and pupils should be verbally informed at a time deemed 
appropriate by the Head Teacher/ Deputy Head Teacher / 
Teacher-in-Charge. 

 

PD13 Seek support from the County Council's media team in responding to 
media requests.  Ensure media access to the site/staff/pupils is controlled.  
Instruct staff not to speak directly to the media. 

 

PD14 If the police wish to remove any items of evidence from the location 
(including items of paperwork) a receipt should be obtained. 

 

PD15 A full report on the circumstances of the pupil's death should be prepared 
by the Head Teacher/Teacher-in-Charge and forwarded to the Executive 
Director for Children and Young People. 

 

 

Ref Ongoing actions  Tick / sign / time 

PD16 Subject to agreement with the deceased pupil's parents, a letter briefly 
outlining the situation may be sent to the parents/carers of other pupils on 
the school roll. 

 

PD17 In order to ensure that inappropriate communications are not sent to 
parents/carers the school may need to consider that, as a matter of 
urgency, all records concerning the pupil are retrieved.  Appropriate 
actions to be taken in relation to the school roll and any formal transport 
arrangements for the pupil should be cancelled immediately. 

 

PD18 A full report on the circumstances of the pupil death should be presented 
to the next meeting of the school's Governing Body/Management 
Committee. 

 

 
PLEASE NOTE: 

 At all times senior staff should respond with dignity and sensitivity to the situation whilst giving 
their attention to the continued smooth running of the school in what will be difficult 
circumstances. 

 Members of staff who are employed by other agencies (eg school nurses, therapists etc) 
should note that the responsibility for carrying out these procedures rests with the senior staff 
who are employed by the Local Authority. 

 If the pupil is from a particular faith background, the school may wish to involve a minister of 
religion at any appropriate stage in these procedures. 

 Legal liability should not be discussed or admitted. 

 Be as compassionate as possible with anyone involved. 
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APPENDIX L – FLOODING 
 

 
Procedures to follow in the event of flooding on the school grounds, in the school premises or within the 
local area which may affect the normal running of the school. 
 
Notification of actual or potential flooding could come from a variety of sources, such as: 

 Receipt of an Environment Agency Flood Alert / Flood Warning / Severe Flood Warning;  

 Local trigger, such as river levels; 

 Reports of actual flooding; 

 Met Office weather reports. 
 

Ref Immediate action Tick / sign / time 

F1 Call 999 if anyone is trapped or in danger and await instructions from the 
emergency services.  

DO NOT ENTER FLOOD WATER 

 

 
 

Ref Initial actions – before a flood Tick / sign / time 

F2 Monitor the situation to determine the level of flood risk and either: 
 

a) Move to intermediate actions if the school is at risk of flooding; or 
 

b) Initiate internal monitoring arrangements to continually determine the 
risk. 

 

F3 If time permits: 
 Disconnect/isolate utilities (Gas, Water, Electric); 
 Unplug electrical items, moving critical equipment to a higher 

area if possible; 
 Collect personal belongings including insurance details; 
 Move animals, valuables and sentimental items to a high place; 
 Raise furniture off the floor; 
 Weigh down any loose items outdoors where possible; 
 Move vehicles away from the affected area, but only if you can 

do this without driving through flood water. 

 

F4 Call Environment Agency Floodline on 0845 988 1188 for information and 
advice. 

 

F5 Contact your Local Authority informing them that you have activated your 
flood plan (as per Section 1.5) 

 

F6 Watch/listen to local news for information and updates.  

 
 

 
 
 
 
 
 
 



 

 
Confidential – for use by Grimsargh St Michael’s CE Primary School 

Ref Intermediate actions – during a flood Tick / sign / time 

F7 Continue to listen to situation updates on your local radio and via Floodline 
on 0845 988 1188 

 

F8 If evacuation becomes necessary, stay calm and do not panic. 
a) Evacuate the school (as per Appendix D) away from the location of 

the flood,  but only if you can do this safely without crossing flood 
water; or  
 

b) Assemble everyone in safest area, ideally the highest ground 
possible. 

 

Note: Police officers and/or other officials will try to visit all properties at risk to advise on the requirement 
to evacuate. 

F9 Locate School Emergency Grab Bag.  

F10 If road conditions permit, move staff vehicles to unaffected areas and ask 
neighbouring schools/businesses if you can share their parking facilities. 

 

F11 Inform parents/carers of any actions taken by the school via emergency 
communications procedures (i.e. parent texting service). 

 

F12 Listen to any advice of the authorities and follow any instructions to leave 
your premises if required. 
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Ref Ongoing actions – after a flood Tick / sign / time 

F18 Contact your insurers as soon as possible and follow their advice. Most 
insurers have a 24hr helpline. Do not throw away damaged goods until your 
insurer has authorised you to do so. If possible, take photographs of the 
damage. 

 

F19 Contact your local authority Buildings/Premises team for advice on checking 
the premises.  

 

F20 Check the safety of electricity and gas before use. A qualified electrician 
needs to check any electrical equipment and circuits that have been 
exposed to floodwater.  

 

F22 Check with your local water supply company that the water supply has been 
declared safe. 

 

F24 If possible, disinfect any toys or equipment that the pupils may use.  

F25 Dispose of any contaminated food, including tinned food, defrosted food, 
and packaged food that have been exposed to floodwater.  

 

F27 Ventilate the premises whilst taking care for security.   

 
NOTE: 

 Keep dry and out of floodwater if possible. Do not allow anyone to re-enter the school premises 
until deemed safe to do so; 

 If it is necessary to walk through shallow floodwater, take care for hidden holes, obstacles and 
other hazards; 

 Do not walk on river banks, sea defences or cross bridges over torrential rivers; 

 Avoid contact with any remaining floodwater or items having had contact with floodwater unless 
wearing protective gloves / clothing and wash any exposed parts before handling food or 
attending to wounds; 

 Wash your hands frequently with bottled water if your supply has not been declared fit for use; 

 Do not throw rubbish and furniture outdoors; wait for an organised collection from your local 
authority; 

 Bogus / cowboy builders / traders frequently offer their services. Make sure that you get a written 
quotation that is on letter headed paper with a landline contact number and address. 
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APPENDIX M - POST INCIDENT SUPPORT 
 

 

Ref Post incident support - assistance for pupils and parents / carers Tick / sign / time 

P1 Introduce a strategy to monitor pupils and staff who may be particularly 
affected by the incident. Ensure that staff are aware of this strategy. 

 

P2 Offer pupils and staff the opportunity for psychological and emotional 
support. In the immediate aftermath of an incident strong emotions such as 
grief and shock would be expected. After a period of time (e.g. a couple of 
weeks) it may be appropriate to offer counselling for those whose grief or 
shock remains problematic. 

 

P3 Consider which pupils need to be briefed, how, and by whom.  

P4 Provide opportunities for pupils to discuss their experiences (e.g. promoting 
discussion during class, arranging a special lesson). Do not discourage 
pupils from talking about their experiences, but arrange where possible for 
such discussions to be in the presence of an adult who is aware of what 
information is factual and can be shared. 

 

P5 Consider providing relevant books in the school library.  

P6 Arrange for a member of staff to visit those affected (at home or at hospital). 
Ask for consent from parents / carers before doing this. 

 

P7 Make arrangements to express sympathy to those who have been hurt. 
Consider encouraging pupils to send cards / messages to those affected. 

 

P8 Be sensitive about the demands practical issues might make on pupils (e.g. 
deadlines for coursework, imminent exams). 

 

P9 Send a letter to parents / carers with information on: 
 The nature of the incident 
 How their child was notified of the incident 
 Arrangements for support organised by the school 
 Who to contact if they would like additional support. 

 

P10 Maintain regular contact with parents / carers.  

P11 Do not make public any sensitive / confidential information about individuals 
unless consent has been given by pupils and parents / carers. 

 

P12 Consider organising an event for parents / carers to discuss any issues or 
concerns they might have. 

 

P13 If pupils who were particularly affected by the incident leave school (e.g. 
transferring from primary to secondary education) consider, sensitively and 
confidentially, notifying the headteacher of the new school. 
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Ref Post incident support - general actions Tick / sign / time 

P14 Request support from educational professionals trained in psychological 
debriefing, bereavement counselling and trauma management if 
appropriate. 

 

P15 Consider requesting support from other organisations. E.g.: 
 Teacher Support Network 
 Samaritans 
 Cruse Bereavement Care. 
 Inclusion and Disability Support Service. 
 Inclusion and Disability Traded Service (e.g. counselling). 
 Employee Welfare. 

 

P16 Manage any distress that could be caused by ongoing Police enquiries, 
legal proceedings and media attention. 

 

P17 Cancel or rearrange any events which are inappropriate.  

P18 Plan appropriate support for staff to enable them to cope with any questions 
or discussions pupils might have about the incident. 

 

P19 Ensure that any new roles given to staff do not place too great a burden. 
Over time, staff may need to be relieved of any additional responsibilities 
given to them. 

 

P20 Ensure that new staff are aware of the incident, which pupils were involved 
and how they were affected. 

 

P21 Consider any actions which can be taken to support the local community if 
affected by the incident (e.g. fund raising). 

 

 

Ref Post incident support - returning after a period of absence Tick / sign / time 

P22 Negotiate with parents / carers a suitable date for returning to school after a 
period of absence.  

 

P23 Consider if any additional support could be provided which would make the 
return easier. E.g.: 
 Initial part-time attendance 
 Alternative methods of teaching 
 A sanctuary that pupils could use if upset during the school day. 

 

P24 Brief pupils who may be able to help in the process of resettling (e.g. close 
friends). 

 

P25 Ensure that all staff are aware of the need for sensitivity. Put in place 
special arrangements for: 
 Missed work 
 Rescheduling projects 
 Exams. 
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Ref Post incident support - funeral arrangements Tick / sign / time 

P26 Contact bereaved families to express sympathy on behalf of the school.  

P27 Take account of religious and cultural factors (e.g. some faiths wish to hold 
funerals within 24 hours of death). Consider contacting religious leaders 
within the community for support. 

 

P28 Consult parents / carers sensitively about funeral arrangements. Try to 
establish if representatives from the school will be invited to the service. It 
may be useful to consider: 
 Closing the school on the day of the funeral as a mark of respect 
 A senior member of staff attending the funeral on behalf of the school 
 If staff and pupils can be allowed time off school to attend the funeral (it 

is advisable for pupils to attend funerals either with a member of staff or 
their parents, but not to attend without adult support) 

 Providing transport to take pupils and staff to the funeral 
 Providing pupils with information about what happens at funerals 
 Arranging floral tributes and/or donations 
 It may be appropriate to arrange for a commemoration within school 

rather than having large number of staff and pupils attending the funeral. 
School will need to be guided by the wishes of the family.  

 

 

Ref Post incident support - remembrance Tick / sign / time 

P29 Taking into account the wishes of the family, consider providing a suitable 
memorial at the school: 
 Garden 
 Seating area / bench 
 Tree 
 Book of condolence 
 Fountain 
 Sculpture 
 Painting 
 Photograph 
 Prize (e.g. a sporting / academic trophy for older children). 
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P30 Be aware of important dates which may need to be prepared for. E.g.: 
 Birthdays 
 Christmas 
 Mother’s day 
 Father’s day 
 Anniversary of the event. 

 

P31 Discuss with governors, staff, parents / carers and pupils how to mark 
anniversaries and other important dates. E.g.: 
 Commemorative service 
 Special assembly 
 Concert 
 Display 
 Sports event. 

 

P32 Be aware of renewed media interest near anniversaries of the event.  
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How all settings need to prepare for the new 

national Emergency Alerts system 

 

The government is set to roll out a new Emergency Alerts system, which will 

send alerts to mobile phones when there is a danger to life in the area you are 

located. It is expected to launch this year with all compatible 4G and 5G 

devices in England receiving a “welcome message”. 

If you get an emergency alert on your mobile phone or 4G/5G device, you’ll 

hear a loud, siren-like sound. A message on your screen will tell you about the 

emergency and how best to respond. You’ll be able to check online if an alert is 

genuine. 

Please read the new Emergency Alerts guidance and review your setting’s risk 

assessments and emergency plans to include relevant processes, should an 

emergency alert be issued in your area. 

 

 

 

 

 

 

 

 

https://www.gov.uk/alerts?utm_source=26%20January%202023%20C19&utm_medium=Daily%20Email%20C19&utm_campaign=DfE%20C19
https://www.gov.uk/alerts?utm_source=26%20January%202023%20C19&utm_medium=Daily%20Email%20C19&utm_campaign=DfE%20C19
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Risk protection arrangement (RPA) members – is 

your school cyber secure? 

A cyber security incident can affect your school’s ability to function. 

RPA cyber cover will only apply if your school meets these four conditions: 

1. Have off-line backups 

2. Undertake NCSC Cyber Security Training 

3. Register with Police Cyber alarm (you do not have to install any    

software) 

4. Have a Cyber Response Plan 

Your cyber cover as an RPA member includes any actual or suspected 

unauthorised access to any computer or systems. 

If you have any concerns, no matter how small, please contact the 24/7 

dedicated helpline 0800 368 6378 or email. 

Claims will be refused if these conditions are not met. Taking action now could 

save your school time and money. 

 

https://bit.ly/DfERPA
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APPENDIX N – COSHH INVENTORY 
 

 
STEP ONE:  COSHH INVENTORY 
 

This section is provided to assist the assessor when identifying and prioritising substances  
within the workplace which require an assessment completing.   

Number 
Product name 
(As shown on 

package/container) 

Physical 
form 

(liquid/gas/s
olid) 

Hazard description 
(As shown on package/container) 

Intended use Frequency of use 

Priority for 
assessment 

e.g. annual / 2 
yearly 

1 Carefree Gloss Restorer Liquid  Irritant 

Builds up gloss on floors – use in well 
ventilated areas – apply diluted with mop  

PPE (gloves) 

Monthly  2 yearly  

2 Carefree Undercoat  Liquid Irritant 

For improved durability on floors apply diluted 
with mop 

PPE (gloves) 

Monthly  2 yearly  

3 Carefree Maintainer  Liquid  Irritant 

Cleans and maintains floor gloss apply diluted 
with mop 

PPE (gloves) 

Monthly  2 yearly  

4 
Evans Clean & Shine floor 
maintainer  

Liquid Irritant 

Cleans and maintains floor gloss apply diluted 
with mop 

PPE (gloves) 

Monthly 2 yearly 

5 
High Solids floor polish 
(Diadem) 

Liquid Irritant 
Cleans and maintains floor gloss apply diluted 
with mop PPE (gloves) 

Annual  2 yearly 

6 
Washing up liquid 
(Springdown) 

Liquid   
General kitchen/utensil washing  

PPE (gloves) with frequent use. 
Daily – general use  Yearly  

7 
Window and Glass Cleaner 
(Diadem) 

Liquid Unlikely to be irritant in normal use   
Cleans & shines glass surfaces. Spray onto 
cloth & apply 

Weekly  Yearly 

8 
Lifeguard Cleaner & 
Disinfectant  

Liquid Irritant  PPE (gloves) Weekly  Yearly  

9  PHS Anti bacterial handwash  Liquid   Daily  Yearly  

10  
MP9 Heavy Duty Multi 
Purpose Cleaner  

Liquid  Irritant PPE (gloves) Daily  Yearly  

11 
CIF Ocean Oxy Gel All 
Purpose Cleaner   

Liquid  Irritant  PPE (gloves) Weekly  Yearly  

12 
Cillit Bang Power Grime and 
Lime Cleaner  

Liquid spray Irritant PPE (gloves) must be worn  Weekly  Yearly  

13  Ricoh Silicone Oil  Liquid  Irritant Avoid skin and eye contact  Yearly  Yearly  

14 Baby Bio  Liquid   PPE (gloves) Termly  Yearly  

15 3 in 1 multi purpose oil  Liquid  Irritant Avoid skin & eye contact Gloves must be worn  Termly  Yearly  
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16 B&Q Boiled Linseed oil  Liquid  Irritant Gloves must be worn.  Annual – reseal outdoor benches  Yearly  

17  Air Freshener 
Aerosol 
Spray  

Flammable  
Avoid skin & eye contact, use in ventilated 
areas, do not inhale. 

Monthly  Weekly   

18  Ant & Insect Killer  Powder   Avoid skin & eye contact Gloves must be worn Annual  Yearly  

19 Raid Flying Insect Killer 
Aerosol 

Spray 
Flammable 

Avoid skin & eye contact, use in ventilated 
areas, do not inhale. 

Monthly Weekly   

20  
Washing up liquid (Staffroom 
& Rafters) 

Liquid   PPE (gloves) with frequent use. Daily  Annual  

21  Aluminium Foil (Staffroom) Foil    Monthly  Annual  

22  
Multi Surface Furniture Polish 
(Staffroom ) 

Aerosol 
Spray 

Flammable Avoid skin & eye contact Gloves must be worn Monthly  Weekly  

23  
Dettol Anti Bacterial Surface 
Cleaner (Staffroom & Rafters) 

Spray  Irritant  Avoid skin & eye contact Gloves must be worn Weekly  Annual  

24 
Flash Spray (Clean & Fresh)  
(Staffroom) 

Spray  Irritant  Avoid skin & eye contact Gloves must be worn Weeky  Annual  

25  3M Spray Mount Adhesive  
Aerosol 
Spray 

Irritant, Flammable Avoid skin & eye contact Gloves must be worn Annual Weekly  

26  Washable PVA Adhesive  Liquid   
WASH HANDS THOROUGHLY AFTER USE  
AVOID CONTACT WITH EYES 

Daily use  Weekly  

27 Wallpaper paste  Powder   
WASH HANDS THOROUGHLY AFTER USE  
AVOID CONTACT WITH EYES 

Annual  Annual  

28  Crayola Crayons  Wax   
WASH HANDS THOROUGHLY AFTER USE  
AVOID CONTACT WITH EYES 

Weekly  Daily (DRA) 

 


